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Checklist

Instructions
To create a checklist job aid, fill in the purpose, the intended target audience, and any relevant instructions for completing the referenced steps. Instructions might also address the most common errors that you see being made during performance or include helpful answers to FAQs.
This checklist is designed to help [target audience] do [target procedure]. Please follow each of the steps below.

Steps
It’s often helpful to connect with both experts and novices to ensure that procedural steps are accurate and sequenced correctly. Observe several subject matter experts performing the task or ask them to walk you through how they perform the steps.  Sometimes there may be multiple ways to perform; alternatively, there may be a set standard that everyone must follow. Once you’ve worked out the basics, test it out with novices from the target population and get their feedback. Sometimes experts are so familiar with a process that they leave out key decisions or steps that are second nature to them. New performers can help identify where there are opportunities for improvement. 
· Step 1 - Phrase each step in terms of an action. Whenever possible, try to include relevant cues to help provide context and measurable performance standards to help ensure there are clear expectations for success.
· Step 2
· Step 3

Additional Resources
Job aids often make the most sense as part of a comprehensive strategy for learning and support.  If there are other resources or points of contact that employees can access, consider including how to locate them.
If you need help with any of the above steps, please visit [resource] or contact [expert].
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